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Company Name New Employee Checklist
	Employee Name: 
	

	Manager completing:
	

	Position Title: 
	

	Start Date:
	



	Steps to complete

	Sent/Requested
	Received (Completed)

	Personal Details Form 

	
	

	Bank Details Form

	
	

	Contract

	
	

	Policies and Procedures

	
	

	Evidence of Working Rights

	
	

	Tax File Form

	
	

	Superannuation Form

	
	

	Position Description

	
	

	Required Qualifications

	
	

	Required Certifications/Licenses

	
	


Onboarding Checklist
The below is a checklist of all required forms/evidence to be completed by a new employee PRIOR to employment.  All forms must be stored with HR. 
First Day Checklist
The below is a checklist for all required components of a new employees first day, to ensure they are set up for success. 
	Component
	Completed Y/N

	HR Induction
	

	WHS Induction
	

	Introductions to necessary people
	

	Tour of Workplace
	

	IT set up (if required)
	



Company Name New Employee Checklist
*The information provided in this template does not, and is not intended to, constitute legal advice. Instead, all information, content, and materials available are for general information purposes only. We recommend you only make minor business specific changes to these documents. We are not responsible for any edits made to the policies and procedures that change the intention of the documents. For any specific terms relating to your individual business and how these policies and procedures may apply, please seek further advice from our HR support team or seek alternative legal counsel.
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